Student Centre
UNIVERSITY OF

CALGARY “View As” Guide

SA - Student Services Centre

This guide explains how to use the View As component and the steps to navigate in the Student Centre to view
as an undergraduate, graduate, alumni or applicant student and also use View As simulating viewing on a
mobile device. As the Student Centre interface has a different look when launched by the student, this function
allows you to see the screen as it presents to the student.

The Student Centre is where students access information about their student record. They can review To Do
lists, register in courses, check grades, review their student financial account, accept awards, apply for a change
program, obtain enrolment verification letters, and more.

The View As component provides staff read-only access to the student’s view of the Student Centre.
The component is:
e Easy and quick to launch;
e Shows real-time student information;
e |s asecure view with de-activated data fields to prevent risk of changing student information; and,
e Transaction functionality is disabled for student actioned requests, submissions, information updates
etc.

Note: Some links may not be clickable depending if they support the View As component. For FOIP reasons
some information has been removed.

How to Use View As

Step 1: Launching View As

e Log into the My UofC Portal with your securlD

e Dashboard will display View As Student and Launch Student Selector button. As an existing
advisor, you will be provisioned with View As access. However, if the View As Student and
Launch Student Selector button do not display, a PeopleSoft Access Request (PSAR) must be
submitted requesting the role: UC_SAST_REGULAR_USER.

e Click the Launch Student Selector button.

 Launch Student Selector »
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UNIVERSITY OF R Signout
Dashboard All about me My work Around campus Favorites
Tasks Quick Links
There are no approval tasks at this time, Desire2Learn
PS Finance & Supply Chain

PS Enterprise Learning

View As Student Webmall

You can use the View as a Student feature to load the Student homepage as any student you o Schedule Bullder
have access to. This includes links, data and the same user interface. Some links may not be Academic Advisement
clickable depending on if they support the View-As model. If you see links that are greyed out, \/

those are ones which do not offer support. When viewing as a student, you will see a banner at [ — N o
the top. This banner will present an exit button to close your View-As session and retum you to B
your own homepage

No articles currently available

Launch Student Selector » VIEW ALL ANNOUNCEMENTS

Step 2: Accessing a Student’s View
e Enter the student’s ID number and press the Launch View As button OR

'—

View As Student

Search for a student below and hit the Launch Vie tton. You will only see students you have access to.

*Student ID (EMPLID): vale |

b |
e Click the look up tool to search for the Student ID; press the Launch View As button OR
'
X
View As Student
Search for a student below and hit the Launch View As button. You will only see students you have access fo.
*Student ID (EMPLID): &} M
| N 4

e Select Search by to search by first name, last name; press the Launch View As button.

Tip: Use Search/Match prior to this process if searching for first name, last name to confirm
the student ID number you are working with is the correct student.
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Campus 1D
=
Search by: |} bbegins with|
Look Up Naton Advanced Lookup
Search Results {
Only the first 300 resulis can be displayed. 3
View 100 First ‘4 1.300cf200 ‘b La
1] Name Gender Date of Birth Campus ID Mational National NID Short Last Name First Name
[n] ID  Description
Country
0 Y T T T T T Male 03/24/1986 (blank)  (blank) CAN SIN L iE
0o Female 03/28M1977 (blank) CAN  SIN |
001 Male 07/29/1984 (blank)  (blank) CAN  SIN !
001 ] Female 08/27/1940 (blank}  (blank) CAN SIN
001 ! Male 01/18/1938 (blank)  (blank) CAN
Female »08/09/1941 (blank)  (blank) CAN
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Step 3: Navigating the Student Centre using View As

A student’s view of their academic information in the Student Centre is determined by their active
status - undergraduate, graduate, alumni or new applicant. Depending on what type of student you
are viewing, the pages will differ. For example, the new Alumni Home page is only viewable by an
alumni student.

See what the Student Sees - Finding the Student’s View
Using the graphical menu bar, navigate the Student Centre to find the student’s view of the Student

Centre.

My Application

@,

18

Alumni Homa

) &

Ferconal infa

o

n

Exame and
Gradee

2

Program and
Adviging Infa

My Financialc

N

Annual Frogrese
Repart

My Application available for undergraduate,
graduate and applicant

=
Q ‘ Home available for all student types

' Alumni Home only available for alumni

Personal Info available for all student types

‘ Exams and Grades available for
undergraduate and graduate students

Program and Advising Info available for
‘ undergraduate and graduate students

‘ My Financials available for undergraduate, graduate
and applicant

‘ Annual Progress Report only available for
graduate students

* Awards only available for graduate students
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Step 4: Exiting View As
To end the View As session and close the window, Click the Exit button. You will remain logged
into the MyUofC Portal. If desired, you can enter another student ID and continue the process.

* UNIVERSITY OF

CALGARY

Dashboard All about me My work Around campus

Admin Signout

“Welcome!

Student Centre Overview Using View As

Standard Features — home page banner, page footer, quick links

Home Page Banner
The Home Page Banner will post messages that are important to the student’s academic career,
such as academic deadlines, registration dates, reminders and notifications. Each message will be
customized to the student audience - new applicant, undergraduate, graduate and alumni.
Welcome! To your new

, i =3
Student Centre f RS )
SR e e, W Home Page Banner features
L el messages important to students

[ Read More ]
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Footer
The footer appears on every page and includes frequently used links. These links navigate directly
to topic specific web pages for student related information.

Course Registration My Financials My Academics Mizscellaneous
Schedule Builder T2202A Tax Form Academic Requirementis Academic Calendar

Confirmation of Registration Fee Dales & Deadlines Academic Advisors Contact Us

Regiziration Dates & Deadlines Fee Payment Options D2L (DesireZ2Learn,Brightspace) FGS Calendar
Enrolment Appointments Request Official Transcript GSA Health & Dental
GSA Websile
Qless
Student Forms
Student Services
UPass
Updating Perzonal Info
Locker Reservation

Quick Links - Student
Students can directly navigate to their information.
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h

My Application

Personal Info

Common Academic Information for all Students — undergraduate, graduate, alumni and new

applicant

My Application Page
The lower portion of the page displays links relative to admissions and applications for admission.

4

Personal Information Page

4

This page displays personal details about the student. Only a student can edit and change this

information.

#

Home

i

My Application

2

Personal Info

o

LA

Exams and
Grades

L

Program and
Advising Info

My Financials

February 2019

Sample Only
ID
Date of Birth: 4/30/1985

Addresses
Home (Mailing):

Phone Numbers
Mobile:

Work:

Email Addresses

Emergency Contacts

Contact Relationship
test parent Grand Parent
Citizenship

Country / Status:
Ganeds / Canadian Gitizen

Oy

Permanent Home:

Home: Other:

Current Home:

Primary Phone

® Primary:

Permanent Home Phone:

Privacy Setfings
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Exams and Grades Page

ﬁ These links only available to students.
Program and Adyvising Info Page
‘!l This new page is a one-stop-location for students to access several key links as well as direct
et navigation to specific features.
Advising Help
‘!'. The listed links navigate to the corresponding faculty website and is visible to an undergraduate
e and graduate student.
Advising Help
Navigates to
specific
Faculty
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My Financials Page

My Financials includes an Account Summary and, if applicable, past due, amount due and future
due information will display.

Account Summary

You owe

You have a past due balance of

Due Mow incl. Past Due Future Due

Curmency used is Canadian Dollars

Also available for the student, are links to Account Inquiry, Payments, Receipts, View/Request
Refund, T2202A and Fees Calendar.

Account Inguiry  Paymenis  Receipis TZ22024 Fees Calendar

Opt-out links are available for Student Donation, Payment Plan, Health & Dental as well as GSA
Health & Dental.

Direct links are available for applying for awards for Graduate and Undergraduate Awards.
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View As Student: Undergraduate
This example features View As access when viewing an undergraduate student.

Note: the navigational menu bar will only display icons specific to an undergraduate student.
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Enrolment Appointment date and time. The Shopping Cart will list courses the student has
selected and is intending on registering in. Any courses the student is currently enrolled in for the
current term are displayed (e.g. Winter 2019).

n Home displays any To Do (checklist items) or Holds (Service Indicators) and, when applicable, the

Note: Edit, Drop and Swap buttons are greyed out since you can only view the information and
cannot make changes on behalf of the student.

Student Name ucID: St‘:ge“‘

Service

To Do (0) Holds (0) Indicators Enrolment Appointment

Open Enrolment Dates

Winter 2019

Shopping Cart (Potential / Pending Courses) - Winter 2019 I

Your Shopping Cart is empty. Please use Schedule Builder or Course Search to add classes.

Enroled Courses - Winter 2019

ANTH 311 02 (3/GRD) ST 135 6:00 PM - 545 PM (] i

CMCL 307 BO1 (0/NON) ST 064 1:00 PM - 1:50 PM W E

L Lecture 01 SB 142 2:00 PM - 3:50 PM M a

HTST 201 02 (3/GRD) CHC 119 8:30 AM - 4:30 PM MTWThF a

PHIL 311 01 (3/GRD) SA1M 2:00 PM - 315 PM TTh H
— OEED

o Enrolment Messages f DaL i My Schedule (Calendar View) (2] Download Calendar
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My Application

My Application displays information related to the student's application for admission or change of
program. The To Do list, also visible on this page, will contain any checklist items the student must

complete to satisfy their application for admission, or any necessary items for their action.

Note: Staff cannot access the details in the To Do list items in View As.

To view the details, navigate to PeopleSoft Student Administration > Campus Community > Student

Services Centre.

Welcome to your. Stud
Centre 3

Completedasks related to sdmission,
registration, finance, graduation and
EXEIMIS. ..

Read More

Sample Only UCID:

O Application Fes

":3 Curficulum Vitae

:\-j" Statemend of Inbeni
':J‘ Sample of Wiitten Wark

i_) Refarence 1

":-: Refarence 2

~
L

Ty
L

Uinofficial Transoripl-Exchangs

HS Transcripd Transfer ApplyAB

My Applications

| Greduste Studies Master's Crse University of Calgary Fall 2018 x Ststus Upioad

| Graduste Studies Master's Thes University of Calgany Fall 2018 x Status Upload
| Graduste Studies Master's Thes University of Calgary Fall 20108 ® Status Upload
| Open Studies University of Calgary Spring 2018 x Status Uplogd

@ Legend
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Exams and Grades displays information related to the student's exam schedule and their grades.
R The student's program is indicated as well as the expected graduation term if they have applied for
i-=—a graduation. Navigation to Confirmation of Registration; GPA Calculator; Request Office

Transcript and View Unofficial Transcript are only accessible to the student.

Note: The student’s current term course enrolment and previous terms display. To view other terms,

collapse the term for ease of viewing.

Note: For FOIP reasons some information has been removed.

Wiewing: Undergraduate Programs h

Expected Graduation Term: TED *

»

© 2018 - 2019 Academic Year

Winter 2019
Term GPA: Not Calculated
Units Enraol 12

Program: Scienct
Lewvel: Yaar 3

Flan: Bachelor of Science, Matural Sciences

Course Number  Title

& Bachelor

CHEM - 333 InorganicChem: TransitionMetals
CHEM - 502B Research In Chemistry
SCIE-533 Principles Geothermal Energy
SCIE - 423 Fundamentals of Fuel Cells

Al A~ & & & o

February 2019

rF .

Instructor

Units  Grading Basis Grade
3 Graded
3 Graded
3 Graded
3 Graded
e & & A~ & Y
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Program and Advising Info displays the students’ academic program. Students can link from here
to their Academic Requirements Report, GPA Calculator, Change of Program Application and
other academic advising resources. (Not accessible for staff).

My Current Program Information \o/ Academic Load: Full-Time
Arts Bachelor Year of Program: 4

Bachelor of ArlS (Degree Stream)

Communications Studies (Msjor)

Academic Requirements Important Forms and Documents Schedule Builder

Avvard ecic lidalinee

.
Change of Program What-If Advisement Report

Confirmation of Registration Letter of Permission Apply for Graduation
GPA Calculator Convocation Status

Several clickable

Advising Help links for students
Cumming School of Medicine Faculty of Nursing, Qatar
Enrolment Services Faculty of Science
aculty Environmental Design Faculty of Social Work
aculty of Arts Faculty of Veterinary Medicine
Faculty of Graduate Studies askayne School of Business
aculty of Kinesiology Schulich School of Engineering
aculty of Law Student Success Center
Faculty of Nursing Werklund School of Education
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My Financials

My Financials displays details about the student’s account summary (amounts removed), any
outstanding charges for the term and a breakdown of their account activity. There are links to
Account Inquiry, Payments, Receipts, View/Request Refund, T2202A and Fees Calendar.

Account Summary

You owe

Due Mow incl. Past Due Future Due

$0.00

Currency wsed is Canadian Dollars

Winter 2019 50.00
‘ Total 50.00

ﬂ Account inguiry  Paymenis  Receipls T2202A  Foos Calendar
Account Activity From:| 0WISE08 | [ To: [OV2S/2019 [ AlTerms ¥ Reset @

Grad Gown Rental 022019 Winter 2019
Payment Credit Card WEE 022019 Winter 2019
Tuition Fees 012019 Winter 2019
Tuition Fees 012019 Winter 2019
Scotia Bank Payment 202013 Fall 2013
Tuition Fees 0e2013 Fall 2013
Tuition Fees 0e2013 Fall 2013

February 2019
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View As Student - Graduate
This example will feature View As access when viewing a graduate student.

Note: the navigational menu bar will only display icons specific to a graduate student.

the Enrolment Appointment date and time. The Shopping Cart will list any courses the student
has selected and is intending on registering in. Any courses the student is enrolled in for the
current term are displayed (e.g. Winter 2019).

n Home will display any To Do (Checklist items) or Holds (Service Indicators) and, when applicable,

Student Name uciD: Student
ID

To Do (4) Holds (0} Enrolment Appointment

[ ) Unofficisl Transcript

[ ) Reference 2

Winter 2019 Spring 2019 Summer 2019

Shopping Cart {Fotential / Pending Courses) - Winter 2019
Your Shopping Cart is emply. Please use Schedule Builder or Course Search to add classes

Enroled Courses - Winter 2019

You have no enroled courses for this term. Please submit from the Pending Shopping Cart o enrol in classes.
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requirements for admission. The student can click the Academic Transcripts link to view the

n This is an example of a To Do List (checklist) requesting an Academic Transcript as part of their
details.

To Do (5)

[
Iy

|'.
¥,
\ ™
b,
) Academic Transeripts

Holds impact the services the student may receive. The student can click the Hold link to view
n hold details.
Note: Staff cannot access the details in the Holds list items in View As.
To view the details, navigate to PeopleSoft Student Administration > Campus Community >
Student Services Centre.

A Admission docs not received

Exams and Grades display the program description and a historical record of previous grades by
term (removed for FOIP reasons). To view other terms, collapse the term for ease of viewing.
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Ny @raduais Prog Uncargraduste Programs

Expected Graduation Term: TBD

© 2018- 2019 Academic Year

Winter 2018
Tarm GER: Not

waten

Program: Gracusta Studies Masiars Grss
Laval: ¥oar 2
Pisn: Maragamant. Mastor of Busirass Admin

B3EN - 777 Global Environment of Business 3 Graded
MGST-T715 Strategic Business Analysis 3 Graded
FMNCE - 759 Investment&FortiolicManagement 3 Graded
;all 2018

Urits Enralac: 9
ac

amant, Mastar of Busingss Admin.

FMCE - 765 Mergers and Acquisitions 3 Graded
FMCE - 751 AdvTopFinancislAdministration 3 Graded
BTMA - 801 Business Technology Mgmt 3 Graded
;pring 2013

Tarm GRA: 3.0
Urits Enralac: 3
ram: Graduate Studies Masiars Crse
2

Plan: Maragamant, Mastar of Busiass Admin.

MKTG - 801 Markating Managemant 3 Graded

@ 2017 - 2018 Academic Year

¥

- 2017 Academic Year

(]

Program and Advising Info displays the students’ academic program.

Program and
Advising Info

My Current Program Information

| Master's Degree in the Year of Program: 2 .
Faculty of Graduate
Studies

Master of Business Administration (Degree Stream)
Management (Area of Study}

Academic Load: Full-Time
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/”/ Annual Progress Report is only accessible to the graduate student. This is where the graduate
M student can review their Annual Progress Report.

You do net have access to view this student's Annual Progress Reporl x

This is an example of what the graduate student will see in their Student Centre when they click on
Annual Progress Report:

GRADUATE STUDENT ANNUAL PROGRESS REPORT

The following reports are available.

Choose a report and click 'Select’.
From Term To Term
Spring 2011
Summer 2010

SELECT

Acad Prog Acad Plan Status
Winter 2012 GSMTH MDSC-AQS  Completed
Winter 2011 GSMTH MDSC-A0S  Completed

[H Awards is only accessible to the graduate student. This is where the graduate student can review
their awards.

Awards

‘fou do not have access to view this student's Grad Awrads x

This is an example of what the graduate student will see in their Student Centre when they click on
Awards:

Student Awards Application

The Program Application Deadline will display "TED" until you select at least one award in your online application.
If your program deadline expires, you will be unable to edit or submit the application.
The definition of application status can be found here

Your existing applications

[ 1] 0]
Award Year Name Application Number Status Program Application Deadline
2019 Graduate Award Competition Submitted View 15 Dec 2018

Create New Application

To create a new application, select one of the links below:
Graduate Award Competition
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View As Student — Alumni

This example features View As access when viewing an alumni. The Alumni view is reduced due to
their limited needs.

Note: navigational menu will only display icons specific to an alumni student.

Alumni Home Page

ﬂ Displays links relative to what an alumni might be seeking; GPA Calculator, Order Replacement
Parchment, View Unofficial Transcript and Request Official Transcript. There are also links
navigating to Apply to a New Program of Study.

Alumni Name UciD: Student
ID

Apply to a New Program of Study

20| Page
February 2019



Student Centre
UNIVERSITY OF

CALGARY “View As” Guide

SA — Student Services Centre

View As Student — Applicant
This example features View As access when viewing an applicant.

Note: navigational menu bar will only display icons specific to an applicant.

My Application
This page is the only page of the Student Centre a new applicant can view before they enroll in
e courses. Once a new applicant is active and registered in courses, they have full access to their
Student Centre profile.

My Application will include the To Do lists items (checklist items) the applicant must complete in
m order to satisfy their application for admission. They can click on the item to view the details and
sy Agpiication messages. Also listed will be any applications and applicable status.

To Do (0) /
My Applications ,

University of
Science Bachelor Fall 2019 ] Status Upload
Calgary
Haskayne Schi of University of
Fall 2019 X Siatus Uploac
Business Bach Calgary
University of
Science Bachelor Fall 2019 o Status Lelter AccepiDecline Upload
Calgary

Note: Staff cannot access the details in the To Do list items in View As. To view the details,
navigate to PeopleSoft Student Administration > Campus Community > Student Services Centre.
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View As Student — Mobile Devices
The View As component mobile view can be simulated for most devices on your computer. If the

student is viewing their Student Centre on their mobile device, in most cases, you can replicate the
same view on your computer.

Follow these steps to render the view on your computer.

Step 1: Determine what device the student is using (smart phone or tablet).

Step 2: Launch the Student Selector, enter the student ID number.

Important: Due to the many different browsers available, this guide will outline the steps using
Chrome. These steps are similar in other browsers.

e C(lick the Launch Student Selector button.

. Launch Student Selector » Y

F’_' :‘ UNIVERSITY OF Admin Signout

A

Dashboard All about me My work Around campus Favarites

Tasks Quick Links

There are no approval tasks at this time. Desire2Learn
PS Finance & Supply Chain
PS Enterprise Learning

View As Student Webmall

You can use the View as a Student feature to load the Student homepage as any student you o Schedule Bullder
have access to. This includes links, data and the same user interface. Some links may not be Academlc Advisement
clickable depending on if they support the View-As model. If you see links that are greyed out,
those are ones which do not offer support. When viewing as a student, you will see a banner at
the top. This banner will present an exit button to close your View-As session and return you to

your own homepage B
No articles currently available

Launch Student Selector » VIEW ALL ANNOUNCEMENTS

Announcements N

22 |Page
February 2019



Student Centre
UNIVERSITY OF

CALGARY “View As” Guide

SA - Student Services Centre

e Using Chrome, right-mouse click to see menu, select Inspect.

Home Admin Sign out

UNIVERSITY OF

i A

Dashboard All about me My work Around campus Favourites

Welcome to your Student - -~

Centre ’
Back Alt=Left Arrow
Access information about your student Forward Alt+Right Arrow
record and complete self-serve tasks et e it e
related to registration, .. Reload Ctrl+R
My Applicati
pelication Save as.. Ctrl+5
! Print... Ctrl+P
Cast...
Personal Info Translate to English
View page source Ctrl+U
: . . I ct Ctrl+Shift+1
Right-mouse click to see menu, click Inspect e
Appomiment

Enroiment Dates

! & Social Insurance Numbsr Req

Due: 2017

Program and

e After determining what mobile device the student is using, make the applicable selection from the drop
down menu. This is an example of an iPad Pro View As. Note the menu bar appears on the left side.

iPadPro ¥ 1024 x 1366 39% ¥ Online ¥ §

Responsive

Galaxy 55
Pixel 2
Pixel 2 XL

iPhone 6/7/8 Plus
iPhone X
iPad

|+ iPad Pro

Edit...

o
C.
&=

n iPhone 5/SE

iPhone 6/7/8
m
5 3
R
N
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e This is an example of an iPhone 6/7/8 Plus View As. Note the menu bar displays at the top rather than
horizontal. Clicking on each icon will display the corresponding information. It will be necessary scroll down
to view additional information when in the mobile view. Depending on which device you select for viewing
the menu bar will either be horizontal or vertical.

Please note: Rendering on individual devices may vary.

My Applicatioh
Personal Info h

Exams and Gradesz b

m

X

* i

Jp  Proarem ens asvsmginio

My Financials b

Welcome to your Student Centre

- o
I '\j .k
Access information about your student record arﬂ}?"\
complete seff-serve tasks related to registration e

[ Readmore | %’h‘h

Step 3: When completed with the mobile view, close the window.
X

End of Procedure
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